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Missouri Adult Education & Literacy

Continuous Quality Improvement

Program Review Packet
Instructions:

Please review the following information.  Some of these documents you will have completed by others for your review and some documents you will fill out yourself.
Please submit all completed documents to the State AEL office, Attention John Stains two weeks prior to the scheduled visit.

Packet includes:

Director’s Perspective

This should be completed by the local program director and should be given to the review team at the time of the visit.  Your responses will be based on the Curriculum and Instruction, Student Questionnaire, and your overall view of program operation.

Fiscal Review Form

This should be completed by the local program director with assistance from the host agency business office if needed.  All requested documentation for this form should be available upon request.

Host Agency Questionnaire

This should be completed by the direct supervisor or designee of the local program director and should be given to the review team at the time of the visit.
Curriculum and Instruction Activities

This should be copied and disseminated to local program teachers.  They should complete and return to the local program director.  The local program director should utilize the information provided to complete the Director’s Perspective form and should be given to the review team at the time of the visit.
Student Questionnaire

This should be copied and disseminated to several class sites for students currently attending to complete.  Teachers should have students complete the form and placed in a clearly identifiable sealed envelop.  This should be returned to local program director to be utilized the information provided to complete the Director’s Perspective form and should be given to the review team at the time of the visit.
PLEASE DO THE FOLLOWING BEFORE THE TEAM’S ARRIVAL

1.   Have all documentation requested ready for review.

2.   Work with State AEL office (John Stains) to finalize full schedule.

3.   Submit a list of class sites, locations to be visited and times to the state office one 

      week prior to review dates. 

4.   Plan for all site visits.  Allow for any travel time when scheduling.  Visits usually last 

      no more than an hour.  

5.   Plan administration time with team.  Depending on the discussions, this usually takes 

      about 4 to 6 hours total.

6.   Confirm the time and location for the exit interview with superintendent or designee 

      the mid-morning of the final day.

PLEASE HAVE THE FOLLOWING AVAILABLE TO THE TEAM WHEN THEY VISIT YOUR PROGRAM
1. All documentation available for review if requested for any tracking of requirements such as certification requirements, advisory committee meetings, Memorandum of Understandings, etc
2. All student information forms that are used to enter data into ACES.  This should include enrollment information, hours tracked and testing information.  This will be used to do a data check in ACES.
3. Budget with current expenditures posted.  This should include the system for tracking individual expenditures (ledger) and all paper documentation of expenses incurred i.e. receipts, time sheets, invoices, etc. available for review.

4. All financial records for the past and current years should be up to date and ready for review.
5. Documentation of AEL and Special Project referral follow-ups.
6. A schedule for visiting as many class sites as possible during the review.
7. List of class sites to be visited and detailed directions.
